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Human Resources and Risk Management Department 

ONLINE APPLICATION PROCESS:  How to Apply 

 

 

 

 

STEP 1:   

Visit the City of Renton website at www.rentonwa.gov.  Click on “Job Openings” to view the City’s 

current openings. 

 

 
 

 

 

STEP 2:   

Using the menu bar on the left side of the website, click on one of the three job opportunities links.  

You can choose from one of the following:  

 

� Job Opportunities (regular, benefited positions) 

� Internal Only Opportunities (for current City of Renton employees only) 

� Seasonal, Temporary, and Volunteer Opportunities  

 

 
 

 

Renton Human Resources is going green!  As of April 2, 2010, the City will no longer be 

accepting paper applications for regular recruitments.  The City’s new online application 

process is an easier and more convenient way to apply for open positions.  Follow the 

instructions below to get started.  
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STEP 3:   

Scroll down the page to view the current job openings.  Click on the job title to view the job 

announcement. 

 

 
 

 

 

 

STEP 4:   

Click on the tabs to view the description of the position as well as any associated benefits (if 

applicable).  Click on the “Apply” link to apply for this opening or the “Print Job Information” link to 

print a copy of the job posting. 
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STEP 5:   

Once you click on the “Apply” link you will be directed to the Applicant Login webpage.  The screen 

will ask you to create an account with Governmentjobs.com.  Click on “create an account” to get 

started.  If you already have an account you can login using your username and password. 

 

You must have an email address in order to sign up for an account.  You can create a free email 

address through yahoo, gmail, hotmail, or AOL.  Be sure to write down your username and 

password as you will use this information in the future to log in and view your applications status. 
 

 

 
 

 

NOTE:  If you already have an account, the following screen will generate once you login.  Click 

on the link to apply for the job and follow the instructions to submit your application.  If you do 

not have an account, please proceed to STEP 6. 
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STEP 6:   

If you are creating an account, you will be directed to the “Request New Job Seeker Account” page.  

Type in your contact information and then click “Save” to continue. 

 

 

 

 

 

 

 

 

STEP 7: 

Create an application by clicking on the “Create Application” link.  Please note that you can create 

multiple applications.  In other words, you can customize your application for a particular job 

opening and then save that application for future use. 

 

 

 

 

 

 

 

 

 

 

 



City of Renton, Online Application Process  Page 5 of 10 

STEP 8:   

The system will ask you to build a new application (Figure 8.1).  Please note the “Application 

Process Steps” bar across the top of the screen that indicates where you are in the application 

process (see Figure 8.2). 
 

 

Figure 8.1 
 

 
 

 

 

Figure 8.2 
 

 
 

 

 

STEP 9:   

The first step to creating your application is entering your contact information.  Click on the “Save 

and View Application” link when you have entered your information. 
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STEP 10:  

Fill out the remaining sections of the application.  If you want to add education or work experience, 

click on the links for “Add Education” or “Add Experience.”  You can also add certificates or licenses, 

skills, additional information, references, a resume, as well as attachments.  Be complete and 

thorough; incomplete applications will not be considered. 
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STEP 11:   

Click on the “Add Attachments” link to upload documents to your application, such as a resume, 

cover letter, or work samples (Figure 11.1).  Once you click on add attachment, you will be able to 

upload multiple attachments to your application (Figure 11.2).   

 

NOTE:  Most file formats (e.g., PDF, Word, Excel) are accepted, with the exception of Word 

Perfect (.wp) files.  However, PDF files are recommended. 

 

 

Figure 11.1 

 

 
 

 

Figure 11.2 

 

 
 

 

 

STEP 12:   

After you have completed all of the individual sections of your application, and added any 

applicable attachments, click on the “Go to Step 2: Agency-wide Questions.”  
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STEP 13:   

At this point in the application process, the system will walk you through two additional screens - 

the “Agency-Wide Questions” as well as any required “Supplemental Questions.”  When you are 

done answering the questions, you can either click on “Save Work in Progress” and return to your 

application later, or you can click on “Save and Proceed” to submit your application to Human 

Resources. 

 

 
 

 

 

 

STEP 14:   

Please review your entire application before confirming.  When you are ready to submit your 

application, click on the “Confirm Application” button.  Please note that once you submit your 

application for a position you will not be able to make any changes. 
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STEP 15:   

Click on the “Accept” button to submit your final application to the Human Resources and Risk 

Management Department. 

 

 
 

 

 

STEP 16:   

Once you submit your application, a confirmation screen will generate.  You can click on the “Click 

here for a printable version of the application” link to print a copy of the application you submitted 

(Figure 16.1).  If at any time you would like to return to the Job Opportunities page, or would like to 

apply for another position, you can click on one of the job opportunities page from the main menu 

bar (Figure 16.2).  

 

        

Figure 16.1 

 

 
 

 

 

Figure 16.2 
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STEP 17: 

Once you have submitted an application for an open position, you can check your applications 

status by signing into your account and click on the “Application Status” link at the top of the page. 

 

 

 
 


